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Job Aid: Approve a User Training Request

Purpose

The purpose of this job aid is to guide supervisors through the step-by-step process of approving a

user training request.

Task A
Approve a User Training Request

8 Steps

Task A: Approve a User Training Request

From the Home Page,
click the You have User
training approvals link.

or

Navigate to Personal >
Approvals in the top
menu.
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Welcome 1o SATERN, MASA'S official leaming management system, The System
for Administration, Training, and Educational Resources for NASA (SATERMN)
provides simplified one-stop access to high-quality training products and
processes to support leaming and development

RATFRM nrwidas dektnn 3reess ta training anrmlimant and cantininns leaminn

Click the Approve radio
button next to the user’s
request.

Click Next.

Pending Reviews and Approvals @

This view shows you all of the review and approval actions you have been asked to perform. Itis divided into two primary sections: reviews and approvals
for performance management Activities, such as competency assessments (only if available); and approvals for fraining requests. You may switch between
sections by clicking on the appropriate section header. Within each section you will find a list of specific reviews or approvals you are being asked to
perform, categorized by action type
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NOTE: If you click on the title of the ltem you can obtain more information
about the item that may be helpful in determining whether or not to approve
the request.

Enter reasons for
approval, if applicable.

Click Next.

Pending Reviews and Approvals

Approve or Deny — Approval Reasons
Enter a reason for approving your employee’s training request below.

Approval Reasons

User Name and Schedule Approval Reason (optional) 5
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Click Confirm.
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Notifications are sent to
affected users.

Click Start Over... to
return to the Pending
Reviews and Approvals
screen.
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Approve or Deny — Approval Reasons — Denial Reasons — Confirm — Success
Success

You have successfully completed the employee approval and denial process. E-mail notifications have been sentto all affected Users
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